Using File Director Web Client to
Search and View TIF Documents
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Control + Click this link https://dssapp01.milwaukee.gov\FileDirector/webP

Save link to your favorites.
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WebServer
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User name: | filedirectoritest |
Password: | sssssswel |
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Log in using filedirector\username and password.
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Ht e

g FileDirector (= Q
WebServer Inbox Search ) ) Settings Logout
1.) Click on the Search icon to start

the search process.
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g FileDirector [ Q Hi e
Web! Settings Logout

Server Inbox Search
x
Q, search

E Property Records e " [

Cobinets B 2.) Select your cabinet. When you click on the cabinet,
— you will only see the cabinets you have rights to view.

Name Description Size

] Administrative 428 GB

Personnel 126.47 GB
Property Records. 316.46 GB

Cabinets: 3
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g FileDirector -
WebServer Inbox

®
Q, search

Q

Search

E Property Records

&la

Q l Full text search ]

3.) Select your Document Type from the

BOZA Files
Building Plans =

drop down list. You will only see the
documents you have rights to view.

PTS

Project Name
House High
Direction

Street Name
Street Type

Unit Number

Plan Review Type

Construction Type
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Click this icon to clear values from all index fields.

Click this icon to search in the current Document Type.

Click this icon to search across all Document Types in current cabinet.
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There are drop down boxes next to the search fields with 10 different choices for how your search will be
completed.

For example, the * symbol can be used as a wildcard character in your searches. When using the asterisk, if you
enter 15* in the House High field, the search results will include all documents indexed with an address beginning
with 15. Whereas, = will only bring up records containing what you typed in.
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FileDirector (] Q FileDirector [ Q
‘WebServer WebServer

Inbox Search Inbox Search

Q, Search * Q search
E Property Records E Property Records
ala q A | aq
I
Q | Full text search | yuﬂ text search
/I
Ve
[ Building Plans 4.) Enter search criteria in / [ Buiding Plans
Prs one or more fields. PTS =
Project Name Project Name \:I
House High ,_-/ House High
Direction Direction
L i

Street Name Street Name

5.) Click on the magnifying I —
Unit Number
Plan Review Type gl ass to start searc h . Plan Review Typ _
Construction Type Construction Typ \:I
Document Type Document Type \:I
Approval Date Approval Date \:I
Security Status Security Status \:I
Scan Date Scan Date \:I
RECID RECID

FileDirector [ Q Ht o
WebSer

rver Inbox search Settings Logout
Q, Search

=] Propery Recoras slK < > > o |HE =
@ ‘ QQ Buiding Pians (16 Documents)
0 PTS Project Name HouseHigh Direction  StreetName StreetType Unit Number Plan Review Type  ConstructionType  DocumentType  App
Q [Full text search | 1 |0 @ 98458  Wellness Center atterations 841 N BROADWAY Architectural Commercial Afteration  Plan Review Lefters 1072
2 |0 @ 98458  Wellness Centeratteraions 841 N BROADWAY Architectural Commercial Afteration ~ Plans 102
3 | 0 @ 71906 B remodeling 841 N BROADWAY Architectural Commercial Afteration ~ Plans ane
[ Buiding Prans 4 |0 @ 71906 B remodeling 841 N BROADWAY Architectural Commercial Afteration ~ Plans ane
— 5 |0 @ 101739 5th fioor alterations 841 N BROADWAY Architectural Commercial Afteration ~ Plan Review Lefters  4/8/
:.:lu Name } _ % 6 |0 @ 101739 5th fioor alterations N BROADWAY Architectural Commercial Afteration ~ Others 46,
voserign =[] 841 7 O @ 101739 5t floor alterations n  Plans 4461,
Direction ™ 8 [ @ 44317  ZMB - Health Department — 2nd floor 6.) Double CIiCk W|” present a fu” n - Plans T2
Street Name ‘ * [ | Broadway 1+ 9 [ @ 3125  10thFloor Remodeling n  Plan Review Letters  9/1¢
Street Type = 0 0 @ o Altof Tollet Rooms 444 & 445 V|eW |mage. See BeIOW N Plans 1131
Unit Number ‘ B un 0 e o Men's Locker Rooms Afteration n  Plans 3
Plan Review Type| *  [] 12 [0 @ 47154  ZMB 10thfoor elevator lobby 841 Plans 158
Construction Type * [v] 13| [0 @ 101739 5th fioor alterations 841 N BROADWAY HVAC Commercial Afteration ~ Plan Review Lefters 577/
Document Type [+ [¥] 14| 0 @ 7929  Zeidier Municipal Building Exterior Repairs 841 N BROADWAY DR Architectural Commercial Afteration ~ Plans o
Approval Date \ = 15 [0 @ 101739  5thfloor alterations a1 N BROADWAY HVAC Commercial Afteration ~ Plans. S0
securty siaus |+ [v] 16 0 @ Neighborhood Services 11th Floor Remodeling 841 N BROADWAY Architectural Commercial Alteration  Plans KIS
Scan Date =
Part [
RECID v
< >
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Q Search X

% FileDirector [
WebServer Inbox
[ Document X [ Document e

Q

Search

Ht

Settings

B

Logout

DoOo=lslalfl

‘@‘Q O U

— 4+ g B KON AR A

e X )

PTS: 71906

Project Name: B-1 remodeling
House High: 841

Direction: N Orage 1
Street Name: BROADWAY

Street Type:

Unit Number:

Plan Review Type: Architectural
Construction Type: Commercial Alteration
Document Type:  Plans

Approval Date: 411512011

Security Status: N

Scan Date: 912012015

Part:

RECID: 33042821

o oom .
(‘I‘BEEQ‘@@/B‘k@@@@QE? @ SlgnlnF
[3 ExportPDF A
ﬁ Create PDF v
52 Edit POF v
(© Comment
f—p Combine Files v
A Fill &sign
x& Send for Signature
XISTING FURNISHINGS AND UTlLITIES'“.F:‘L’ANN@J Store and share files in the
/MI(S & Document Cloud
Learn More =
v

© Copyright 20062016 Spielberg Soluions GmbH - All ights reserved.
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Adobe Reader must be loaded onto your PC. If you weren’t able to

view the document, download Adobe via this link

https://get.adobe.com/reader/

~
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- FileDirector = Q
‘WebServer Inbox Search
Q, Search [ Document [ Document [ Document [ Document
J A A A
E Property Records E?/ | ~M O o ‘ % < > D [l
\ / /
@ aq ™
Q ‘ Full toxt search . T House Low House High Direction Street Name Street Type Unit Nu|
7.) Every time you open a document, a 3535 a3 w state st
new tab will appear at the top as a s s v sute o
_ 2535 2535 w State st
| Buiding Pians new tab. Close them as needed. 2535 255 w state st
PTS 2535 2535 w State st
Project Name I: 4001 4001 w State St
House High \ / 4001 4001 w State st
Direction | 38 |0 @ 33792 4001 4001 w State st
Street Name 9 0 @ 37 4001 2001 w State st
Strest Type 0|0 e 37 4001 4001 w State st
unt N”m_ber | 1 0 @ 3372 601 601 w State st
Flan Review Type 2 0 @ 33762 601 601 w State st
z:j:nm:r:‘:y:ipe % 13 0 @ 3:7e 601 601 w State st
Approval Date I:l 14 [0 @ 33782 601 601 w State st
Securty Status I:I 15 0 @ 33762 601 601 w State st
Sean Date ] 6|0 @ 3372 601 601 w State st
Part I:l 7 [0 @ 3374 3535 3535 w State st
RECID |—| 8 [0 @ 23724 3535 3535 w State st
19 [0 @ 3374 3535 3535 w State st
an. M @ 223704 /IR /3R w SQtata at
® Copyright 2006-2016 Spielberg Solutions GmbH - All rights reserved.
FileDirector - Q
WebServer Inbox Search
Q, Search [ Document [ Document [ Document [ Document
\
[P Propery Records oK < > > e O E =
&la \ ‘ [ BOZA Files (95 Documents)
Q | Full text search 8 House Low House High Direction Street Name Street Type Unit Nu
.) To perform a new search or =5 = T = =
choose another document from  [** bl " Stz b
2535 2535 w State st
| Bukling Plans the previous search results, click |5 a5 w State a
Fre on the search tab. 22 22 el Sl 2
Project Name 2001 2001 w State st
House High 7 1 @ 339z 4001 4001 w State st
Direction | g [0 @ 7m2 4001 4001 w State st
Sireet Name 9 O e mxm 4001 4001 w Stale st
Streel Type 10 O @ 2001 4001 w State st
unit Num_ber 1 O e 2 601 601 w State st
Flen Review Type 12 0 @ 33 601 601 w State st
Z:z::::vzpe 13 0 @ a3 601 601 w State st
Approval Date 14 O @ 3w 601 601 w State st
Securty Status 15 0 @ a7 601 601 w State st
Scan Date 16 0 ® 2762 801 601 w State st
Part 7 O @ 32374 3535 3535 w State st
RECID 18 [0 @ 2374 3535 2535 w State st
19 [0 @ 33724 3535 3535 w State st
0 1 @ 1704 AR Lt w Stata at

© Copyright 2006-2016 Spielberg Solutions GmbH - All rights reserved.

Web Client File Director Instructions

Page 7



]

Inbox

g FileDirector
‘WebServer
QSearch *

Q

Search

E Property Records

DRI IO clK < >3 [])e 0| =

ala Q

‘ BOZA Files (95 Documents’
Building Plans (278 Documents)

Q | Full fext search

i} Case Number House Low House High
1 ] [ ] 33724 3535 3535
=

| Building Plans

PTS

Project Name
House High
Direction

Street Name
Street Type

Unit Number

Plan Review Type
Construction Type
Document Type
Approval Date
Security Status
Scan Date

Part

RECID

9.) To search across all document types in the
current cabinet, enter your criteria and click on the
magnifying glass with the plus symbol.

NOTE: if you are searching for an address you must
enter it in the House High field regardless of which

/

Document Type you chose to begin your search.

17 | [0 @ 337124 3535 3535
12 [0 @ 337124 3535 3535
19 [0 @ 337124 3535 3535
an 1 @ 23774 2RIR 2R3R

Direction

£ £ £ £ £ £ £ £ £ £ £ £ £ £ £ £ 8 £ £

L O I O I O T T T N T B T N I I

/

Street Name

@ Copynight 2006-2016 Spiclberg Solutions GmbH - All rights reserved.

-

Inbox

g FileDirector
WebServer
Q, Search *

Q

Search

E Property Records

DO RBIEOD 2K <> [M]le d|H ™=

& | Q K ‘ BOZA Files (95 Documents
Building Plans (278 Documents)
Q | Full text search | ] Case Number House Low House High
1 0O ® 23724 3535 3535
2 0O ® =324 3535 3535
l [1 @& 3724 Lt 3535
[ Building Plans .
ors 10.) To see the results for a different —
Froject Name document type, click on the dropdown above 4001
House High . T 4001
Direction the list. It will indicate the number of o0t
Street M.
reet tame documents for each type. 2001
Street Type
4001
Unit Numbs
it Rumoer 11 | [0 @ 33762 601 601
Plan Review Type
12 [0 @ 233762 601 601
Construction Type
Document Type 13 | [0 @ 33762 601 601
Approval Date 14 O L] 33762 601 601
Security Status 15 | [ ] 33762 601 601
Scan Date 16 | [0 @ 33762 601 601
Part 7 0 @ 33724 3535 3535
RECID 18 O L] 33724 35635 3535
19 | [ ] 33724 35635 35356
an | 1 [=) 23774 2/RAR 2R3

Direction

£ £ £ £ £ £ £ £ £ £ £ 5 5 5 5 8 8 £ £

L I - I O~ O~ O~ T~ O~ O~ O O N

:

Street Name
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E-MAIL DOCUMENTS

DD Iz OC e ]| @ Y =
A
Building Plans {16 Documents)
== 1 PTS Project Name House High  Direction  Street Name
‘ 1 [0 @ 98458  Wellness G \ BROADWAY
+ 2 O o] 98458 Wellness BROADWAY
" Opaget 3 s1remod  12.) To email a record, place a e ——
4 [0 @ 716 B1iremod checkmarkin one or more boxes BROADWAY
5§ [0 ® ot shfeoral  and click on the envelope icon BROADWAY
6 [0 @ 101739  5thflocr a BROADWAY
7 [ o] 101739  5th floor al J BROADWAY
8 O @ 44317 ZMB - Health Department -- Znd floor 841 N BROADWAY
9 O o] 3125 10th Floor Remodeling 841 N BROADWAY
0 [ L ] 0 Alt of Toilet Rooms 444 & 445 841 N BROADWAY
1 [0 @® o Men's Locker Rooms Alteration a41 N BROADWAY
12 [ L] 47164 ZMB 10th floor elevator labby 841 N BROADWAY
13 |:| [ ] 101739  5th floor alterations a41 N BROADWAY
<

ding Plans (16 Documents)

Proiect Name. House Hi

Select file format

]

13 [1 @& 101739 sSthflcor

PDF zZIP /m/
k 841
841
61T’ LoCKer Rooms Alteration 841
12 [0 @ 47154 ZMB 10th floor elevator lobby 841

841
51

=

Email

Click on the email icon to create a new email in
copy and send the subsequent li

S

your default email client or
nk manually.

Web Client File Director Instructions

13.) Choose which format you
want, pdf or zip, from the pop up
box.

14.) Click on the envelope in this
pop up box.
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Application Run - Security Warning @

Do you want to run this application? ;E )
=)
&
Name:
DSDMS WebMail

From (Hover over the string below to see the full domain):
dssapp0l.ad.milwaukee.gov

Publisher:
Spielberg Solutions GmbH

Run H Don't Run

While applications from the Internet can be useful, they can potentially harm your
computer. If you do not trust the source, do not run this software. More Information...

documentpdf - Message (HTML)

=N
MESSAGE | INSERT  OPTIONS  FORMATTEXT  REVIEW

Paste I Address Check | Attach Aftach Signature | Assign
- Book Mames File Rem= = Policy = ¥ Low Importance
Cipboard 3 Basic Text Names Include Tags | zoem | adn

s} _:_/1. L , 1 > Followup~

! High Importance

documera pat

L tached |2 gonument pdl (4 ME)

15.) Click run. This does not install
anything on to your computer, but
prepares the files for attachments.

16.) Your default email client will open
and the file will be an attachment with
a generic name.

PRINTING IMAGES

o = N/
O Rz O 2 > Ol ]| X | @ =
AP (5000 Documents)
2 P 87 [] [ ] 0000347378 01466155 744267 1007106 5452
E Page 2 88 O [ ] 0000347378 01466162 1169501P 1008876 5452
a [ o 0000347378 01466163 1169642P 1008876 5452
O o 0000347383 01466164 CM263606P 0001085605 5452
- . [ [ ] 0000347383 01466168 271885P 0001085605 5452

94

O Page 3

a5
26

97

17.) To print, go back to the search results. In a multi-page
document you can select individual pages by first placing a
check mark next to thumbnail images you want to print.

@® 0000347415

0000347387

@ 0000347417

01466218 K39106/9 0001028602 5235
01466301 37688242 0001091566 5239
01466311 TO115899 1006622 5239

Web Client File Director Instructions

Page 10



18.) Or if you want the entire document,

just place a check mark next to the item

in the search results.

—

19.) Click on the green save button

[
] oo ]
EYEE il x|e o |[Ba_
—
Building Plans (21 Documents)
PTS Project Name House High  Direction  Stre by
1 ® 98458 Wellness Center alterations a4 N BRC
2 ® 98458 Wellness Center alterations 841 N BRC
3 @® 71906  B-1remodeling 841 N BRC
4 [O @ 71908  B-1remodeling 841 N BRC
5 D [ ] 101739  5th floor alterations 841 N BRC
6 O [ ] 101739  5th floor alterations 841 N BRC
7 O [ ] 101739  5th floor alterations 841 N BRC
8 O [ ] 44317 ZMB -- Health Department — 2nd floor 841 N EIRCv
9( N @ 3195 10th Flnor Remodaling 841 N RRC
I 3
Save as ...
PO e £
] L&
PDF ZIP
“I 20.) Click PDF.
n
—_—

21.) At the bottom of the screen you will be asked

to Open or Save the File. You can Click Open and

view it in Adobe and print from there.

Do you want to open or save download.pdf (1.35 MB) from dssapp01.ad.milwaukee.gov?

| Open || Save |'H Cancel | x

Web Client File Director Instructions
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Print

Printer: I\\itmdprt\DSS Dell W5300n

'H Properties H Advanced l Help

Copies: |1 %

[ Print in grayscale (black and white)

Pages to Print

22.) You can choose the
individual pages you want to

®

Comments & Forms

*F More Options

Page Sizing & Handling @

@Al [Documen‘[ and Markups -
©) Current page print.
@ Pages [1-6

Scale: 62%

Size l l Multiple l

l Poster

B |

@ Fit €

A o
ACtoarsize

23.) On the pop up print setting box,
make sure one of these are selected.

(©) Shrink oversized pages ,V

(C) Custom Scale:  |100 %,

Choose paper source by PDF page size €——— |

Orientation:

@ Auto portrait/landscape
©) Portrait

©) Landscape

Page Setup..

DO NOT select Actual Size or you will
only get a cropped section of the image.

N

Pagelofb

| Print | l Cancel l

LOG OUT

g FileDirector =] Q
WebServer Inbox Search

J Q, Search ‘

Log out when you are finished.

Hi

Settings

B

ogout

Web Client File Director Instructions

' FileDirector
WebServer

You have logged out of FileDirector WebServer.

Login
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